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Introduction

This guide is for all users of the Registry of Educational Personnel (REP) Application.
Users should also utilize the current edition of the REP Data Field Descriptions and
any addenda posted to the REP web page. This guide includes directions for using
the REP Online Single Submission Application, the bulk submission/upload process
and other features within the REP Application. We have divided the user guide into
sections as they appear in the REP Online Single Submission Application. This guide
will provide you with a definition for, and general information about, each field
collected in the REP, as well as instructions for using the REP data entry system.

A separate REP Report User Guide is available on the REP web page under
“Manuals”.
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General Information

What Information Do Users Enter in the REP?

The REP collects basic employment elements relating to school personnel.
Authorized users must submit personnel data twice a year, in the fall and at the
end of the school year. The Michigan Department of Education (MDE) uses the fall
and end-of-year (EQY) data to conduct its teacher audit and to meet state and
federal reporting requirements. The fall data must be accurate as of the submission
date in December. The EQY data must be accurate as of the last day of the school
year. A school year is from July 1 to June 30.

Authorized users may either enter data online or by a bulk file upload procedure,
and can edit data online. Files for upload must conform to the specified fixed format
or tab-delimited format in the REP Data Field Descriptions. In general, in the record
layout, alphanumeric fields are initialized with blanks and left justified, and integer
fields are initialized with zeroes and right justified.

Who Should Be Reported in the REP?

Effective January 1, 2006, Michigan law requires that criminal history checks be
conducted by the Michigan State Police and the Federal Bureau of Investigation for
all regular and contract employees hired or assigned by public schools in Michigan.
Therefore, all school districts in the state of Michigan are required by statute to
submit all school personnel data to the state via the Registry of Educational
Personnel so that the checks may be conducted. As a guideline, if an individual is
employed or contracted by the school, they need to be reported in REP (MCL
380.1230; 380.1230a; 380.1230d; 380.1539b; 380.1535a).

When Are the REP Data Due?

There are two statutory submission deadlines for the REP: the first business day in
December and June 30 of each school year. The REP deadlines for the 2016-17
school year are as follows: Fall 2016 Submission is December 1, 2016; the EQY
2017 submission is June 30, 2017.
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Need Help?

Michigan Education Information System (MEIS) Account or
Password

If you have problems remembering your MEIS login ID or password for the REP,
please visit MEIS web page. If you are still unable to log in, please contact CEPI
customer support at CEPI@michigan.gov or 517-335-0505 x3.

REP Data Field Descriptions

To find the REP Data Field Descriptions, go to the CEPI website
(http://michigan.gov/cepi). Click on “"CEPI Applications” and then click on “Registry
of Educational Personnel.” The REP Data Field Descriptions are located under the
heading “"Manuals.” Be sure to print the correct version of the Data Field
Descriptions each submission cycle and any addenda that may be posted in this

section.

- Fall 2015 REP Data Field Descriptions T
* Fall 2015 REP User ™

* Fall 2015 REP Report User Guide T8
* Personnel Search User Guide February 2015 14

REP Content Information and Resource Materials

The REP Data Field Descriptions contains a state of Michigan office contact for fields
when appropriate. This is the office to which questions pertaining to a particular
field should be directed. As always, for technical assistance with your data
submission, please contact CEPI customer support at CEPI@michigan.gov or 517-
335-0505 x3. Please provide your name, district code and district name, the CEPI
application name, your telephone number (including area code and extension), your
email address and your specific questions.

For detailed information about the REP, please visit the CEPI website. Click on
“CEPI Applications,” and then click on “Registry of Educational Personnel.” Refer to
the Help and Training box (see below). Click on items such as "REP FAQs” or "NCLB
& Highly Qualified Information” for additional reference materials.
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New to REP? T4

Fall 2016 REP FAQS

MOECS Effectiveness Rating Training for Districts Webinar
REP Crosswalk §

REP Glossary T4

Calculating the Number of Core Academic Classes Taught 1Y
NCLB & Highly Qualified Information

MDE Office of Professional Preparation

Prof. Development Help @3

Teacher Verfication
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Application Startup and Security
Authorized User - Your MEIS Account

You must first obtain an MEIS account to become an authorized user of the REP
Application. If you do not have an MEIS account, go to the MEIS web page (see
screen below). You may use the same MEIS account number for all MEIS

applications. You are, however, required to submit a separate security agreement
for each application.

If you have an MEIS account, but do not remember your password, you can reset
your password on the MEIS web page. If you require further assistance, please
contact CEPI customer support at 517-335-0505 x3, or via email at
CEPI@michigan.gov.

Create Your MEIS Account

MEIS User Management is a security system to be used with all MEIS applications.
A MEIS user will need only one account to access multiple MEIS applications.

e MEIS accounts are unique to each individual user.
e MEIS accounts must NEVER be shared.
e MEIS accounts remain open forever.

To create your MEIS account number and password, go to the MEIS web page.

Follow the instructions on this page to obtain your MEIS account or update your
MEIS information.

Note: Do not share your MEIS user name and password with anyone. This is your
personal account.

The following screen will appear:
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ﬂ'CHIGANQ:\"\‘ \ 1 T t nf E, - @ i
eenaViichigan Department of Education - MIchigarn.soy
Michigan.gov MDE Home | I‘;IEI‘S Home |

Welcome to the Michigan Education Information System (MEIS)

The MEIS User Management is a security system, implemented and used with
various Michigan Department of Education (MDE) and Center for Educational
Performance and Information (CEPI) applications.

A MEIS user will need only one account which will allow access to multiple MDE or
CEPI applications.

+ An account is unigue to each individual user.
+ An account MUST never be shared.
* An account remains open forever.

To obtain @ new MEIS account, dick Create a New MEIS Account.

If you have a MEIS account and would like to adjust your account information,
please login below.

Login Name: I forgot my Login Name
Password: I forgot my Password
Log In

Have questions/concerns about MEIS security or MEIS User Management?
Please contact the MEIS Help Desk via:
Phone: (517) 335-0505

Press 2 for MDE Programs

Press 3 for CEPI Programs

Email Address and Phone Number: Keep Them Up-to-Date

CEPI sends email messages to all application users. Therefore, MEIS users need to
keep their email addresses current. Because it is sometimes necessary for CEPI to
contact an authorized user by telephone, users’ phone numbers must be kept
current as well. To update email and phone information in MEIS, please do the
following:

Update your MEIS account on the MEIS web page.

Log in as an MEIS User.

Click on “View/Update User Profile.”

Click “Edit,” make changes, and then click on “Update.”
Click on “Return to MEIS Main Menu.”

Log out of MEIS.

oA

Security Agreement

After you have established your MEIS account, download the REP Security
Agreement from the “CEPI Applications” page on the CEPI website. Click on “"CEPI
Applications,” and then click on “Registry of Educational Personnel.” The Security
Agreement is located in the upper portion of the screen. Once your completed REP
Security Agreement has been processed, you will receive an email notification that
you have access to the application. After you have access to the REP, you are ready
to begin.
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Registry of Educational Personnel (REP)

Data submitted by school districts via the Registry of Educational Personnel (REP) are used to produce reports for the U.S. Department
of Education and for the state of Michigan regarding school personnel. Additionally, REP data are provided to the Michigan Department
of Education (MDE) for MDE's teacher certification audit.

{Monpublic scheols submit their parsonnel data in the Nonpublic School Personnel Report).

- REP S_ecurit'g Form

e - == are due to CEPI on June 30 and the first business day in December.
s See the CEP| Calendar Page for our master calendar of deadlines and collection dates.
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REP Online Application
Accessing the REP Online Application

Go to the CEPI website. Click on “CEPI Applications,” then click on “Registry of
Educational Personnel,” and then click on "Go to REP.”

Registry of Educational Personnel (REP)

Data submitted by school districts via the Registry of Educational Personnel (REP) are used to produce reports for the U.S. Department
of Education and for the state of Michigan regarding school personnel. Additionally, REP data are provided to the Michigan Department
of Education (MDE) for MDE's teacher certification audit.

(Nonpublic schools submit their personnel data in the Monpublic School Personnel Report).

= REP Security Form
= Deadlines: REP data are due to CEPI on June 30 and the first business day in December.
» See the CEPI Calendar Page for our master calendar of deadlines and collection dates.

(GEimREE)

REP Login Screen

When you click on “"REP Application,” the following screen will display. The next step
is to enter your MEIS login User Name and Password:

|37 M st it DYt :
X ' LEMergorEaucational Eerionmance &

REP | Login

Educational Personnel MEIS Login El

This login screen provides access to the public school Registry of Educational

Personnel (REP) or the Nonpublic School Personnel Report. When a User Name User Name: l:l

and Password are entered in the MEIS Login Box, access will be granted to the P X l:l
X " assword:

appropriate application.

The REP and Monpublic School Personnel Report, operated and maintained by Log In

the Center for Educational Performance and Information. are used by the public

school districts and nonpublic schools to submit personnel information to the state Forgot your uzername or password?

of Michigan.

Authorized users of the REP and Nonpublic School Personnel Report have been

designated by the district or school superintendent/administrator. Authorized users This area will indicate the

must have a Michigan Education Information System (MEIS) account and have submission dates for each

completed and submitted a signed security agreement for the REP or Nonpublic submission cycle.

School Personnel Report.

For more information, please choose from the following options:
Authorized Users - It is important to

Registry of Education Personnel keep your email address, phone
number and district information
REP Data Field Descriptions A current. Please verify your contact
REP Record Layout @ information on the MEIS User
REP User's Guide I3 Management page.
REP FAQs &

REP Report User's Guide &
REP Security Agreement Form
Obtaining or Updating a MEIS Account

Nonpublic School Personnel Report jNOItOﬂ

Nonpublic School Personnel Report Data Field Descriptions I VeriSign
Nonpublic School Personnel Report User's Guide I

Nonpublic School Personnel Report FAQS

Nonpublic School Personnel Security Agreement Form

Obtaining or Updating a MEIS Account

Michigan Electronic Grants System

To enter your password into the login screen:
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1. Click in the Login box.

2. Type your Login User Name.

3. Press the Tab key to go to the Password box or put your cursor in the
Password box.

4. Type your Password.

5. Click on the Login button.

If you need more information, please contact CEPI customer support at 517-335-
0505 x3, or via email at CEPI@michigan.gov.

System Logs Out User

Your login helps to establish your identity and to allow you access rights to the
database information.

Please remember that your session is tracked. Your login user name and password
are valid as long as you have been active on the screen within the last 20 minutes.
If your connection has been inactive for a period of 20 minutes, your access
authorization ends, the log in screen will appear and you must log in again. Any
pending or partial information you have entered will be lost and you will have to re-
enter the data when you log in again. You must enter the complete record with
valid data in all fields and you must click on "Submit REP Data for this Employee”
for the data to be saved.

The following screen will appear with you log out of the REP:

- "’ » - s . ’ - l
X7 X LETTIET S OTCOUCIN0N3] EErionmance sdmormanon o5 A michigan.go

Michinan gov Home CEP Home | FAQ | User's Guide | Teacher Verification | Contact CEP1

REP | Logout

You have been successfully logged out of the REP system. Have a nice day!

REP Login Page

CEPI Home Page
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Online Customer Support Materials

Teacher Verification Website

In addition to the online resource materials available on the REP web pages, users
may access the Teacher Verification website without logging out of the REP
Application. The Teacher Verification website will appear in a second browser
window.

1. Teacher Verification website
2. Username and password help
3. Customer support materials

Educational Personne MEIS Login ‘”Eﬂ
This Iogn screen Provioes acess 10 the pulec schodl Regstry of Educatonal

Personnel (REP) or the Nonpubic School Personne Report When a User Name Usor Name

and Password are entered i the NEIS Login Box. access will De granted 10 the

" Pasyword
APpropnSie apeCahon

The REP and Nonpubic Schoot Personnel Repon. operated and mantaned by Log In
the Centier $or EQutatonal Performance and inform,

. oo, are used by the puby
®ho KiS 203 NONPUDEC SEHOOK 10 SUDMI PErsOane! NFOMAton 10 the FOrget your useiname o passward?
of M higan

Authored users of the REP and Noopubic School Personnet Report have been

designated by the aisingt or schoo! supenniendent'administraior. Authori2ed users This area will indicate the
must have a Mchigan Educstion iInformabon System (MEIS) account and have submission dates for cach
compieted 8nd SUDMTIEd & SIGNed securly agreement for the REP or Nonpudse submission cycle
SEnodt Personnel Repon

For more Intomadon, please chodse from e ohowing optons

Registry of Education Personnel

Nonpublic School Personnel Report /Mo’l

Veritign

Educational Entity Master (EEM) Verification

The EEM Verification screen will appear the first time you log in to the REP
Application for each submission cycle. The EEM authorized user for your district
should verify that the information about your district and schools/facilities is
accurate and up to date prior to each submission. After verification, you may
submit your REP data. Follow the steps below to ensure that your district’s
information is correct in the EEM.

First, go to the EEM webpage and locate the information for your district and/or
school/facility to verify your records. If your information needs updating, the
authorized user must log in to make the necessary changes. You may continue
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entering your district’s educational personnel data via the REP application once your
information is updated.

XX

Lemergorducatonal Feriormance Sdniormation

Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Contact CEPI| Logout

REP | EEM Verification

Educational Entity Master Verification

Before entering your data into the REP, please verify that your Educational Entity Master (EEM) information is accurate and
up-to-date. The Educational Entity Master is the State of Michigan's database for official building information: school/facility
and district codes. administrator name(s), address, phone number, etc. These data are the central link to all data collected
by the Center for Educational Performance and Information (CEPI). If the data maintained in the Educational Entity Master
are not accurate and up-te-date, you may have difficulty submitting other data to the State.

Step 1:

To verify your Educational Entity Master records, please point your browser to http://www michigan.gov/eem and locate the
information for your district and/or school/facility. .
Step 2:

If any of the information requires updating. please log in to Educational Entity Master as an authorized user and make any
necessary changes. If you are not an authorized user for your district and/or school/facility, please contact one of the
following people (or contact the CEPI| Customer Support Team if these people cannot be located):

EEM Authorized User Email Phone District
‘ User14 train14@mi.gov 555-1225 Grand Rapids Public Schools
Step 3:

Once verification of your Educational Entity Master information is completed. you may now continue entering your district’s
educational personnel data via the REP application.

Continue to the REP
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REP Menu Options

After you have completed the EEM verification, the REP main menu screen will
appear. To access an option, click on it.

Ij(" 9 ¢

Lenterdorducatonal Eeriormance Sdmprmation

Michigan.gov Home

REP | Main Menu
Weicome to the Registry of Educational Personnel

Mo Entity Selected

Set/Change Entity: Set

Go to Nonpublic School Personnel Report

Data Submission
To submit and update personnel data, select from the following functions:
» Online Single Submission
= Bulk Upload File Submission
= Bulk File Submission Status
Data submitted by school * Personnel Submitted
districts via the Registry

of Educatienal Personnel Personnel Search

To search for a PIC or to request a new PIC, select the following function:
= Personnel Search

(REP) are used to produce
reports for the U.5.
Department of Education
and for the state of

Reports

Michigan regarding school To view a report or download personnel data, select from the following options:

personnel. Additionally,
REP data are provided to
the Michigan Department
of Education (MDE) for
MDE's teacher certification

= Complete Summary by District
= Download REP Data File

« Employee Listing by District

= REP Submission Reports

audit.
Credential Data Exchange

The Credential Data Exchange is now part of the Michigan Department of Education's
Michigan Online Educator Certification System (MOECS).

Administration
To access administrative options, select the following function:
=+ Administration/Help Desk Tools

Online Single Submission Form Option

For the submission of a single record, click on the “"Online Single Submission Form”
link on the Main Menu of the REP Application. We have described each section of
the REP Online Single Submission form separately and presented the fields by
section as they appear in the Online Application. Be sure to refer to current REP
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Data Field Descriptions for each field submitted for complete information regarding
the required data elements. Illustrations follow:

REP | Main Menu

Welcome to the Registry of Educational Personnel

Pottervilie Public Schools (23090) v

Data Submission
To submit and update personnel data, select from the following functions
& Online Single Submission 2>
* Bulk Upload File Submission
* Bulk File Submission Status
* Personnel Submitted

\

After you click on “Online Single Submission Form,” the following screen will
appear.

Enter the new employee under Professional Personnel (left side of screen),
Support Staff (center of screen) or Vacant Position (right side of screen), and
then click on “"Go” in the appropriate box to advance to the next screen. To edit a
previously submitted record, click on Personnel Submitted (bottom of screen)
and then click on the PIC when the screen appears.

REP | Add Personnel

Submit a New Personnel Record

To enter a new employee record, choose the type of position from one of the three methods below and follow the instructions
for the selected method.

Professional Personnel Support Staff Vacant Position

Flease enter the Social Security Please enter the Social Security To enter a new vacant funded
Mumber OR the Credential License Mumber and FTE (optional) of the position, click the GO button and the
Mumber of the employee. If the employee. Click the GO button and data entry form will appear.
employee works in your district as a the data entry form will appear.

day-to-day substitute teacher or day-

to-day substitute SSH (oogyzzz) GO

paraprofessionalfaide, check the
appropriate box below. Click the GO

button and the data entry form will FTE:
S5N (ooyyzzzz):

GO

Credential License Number:

() This employee is a day-to-day
substitute teacher

() This employee is a day-to-day
substitute paraprofessionalfaide

() This individual is a Student
Teacher

GO

Update an Existing Personnel Record

To update an employee record that has been previously submitted to the REP by your district, please access the Personnel
Submitted and click the Personnel Identification Code (PIC) button to the left of the employee’s name to view the record.
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Professional personnel: Enter the employee’s Social Security number (SSN) or
credential number. For assignment codes "000AX"” through “00598,” you must
submit the SSN or credential number; for assignment codes “60100” through
"99900,"” you must submit the SSN. If an individual is employed as a day-to-day
substitute teacher, day-to-day substitute paraprofessional/aide, or a student
teacher, enter the employee’s SSN and click the appropriate radio button for the
position being reported. Click “"GO."” After you have completed the first assignment,
you may add additional assignments by clicking on the “"Add” box on the submission
page. Users may submit up to nine entries in Field 10: School Assignment Data for
each position.

Support staff and non-instructional staff: Enter the employee’s Social Security
number and FTE in the Support Staff section. Click “"GO.” After you have completed
the first assignment, you may add additional assignments by clicking the “"Add” box
on the submission page.

Vacant funded positions: When entering vacant funded positions, click "GO.”
After you click “"GO,"” a submission screen will appear. Enter the fields required for
the assignment code entered in Field 10 as necessary for a vacant funded position.
For more information about reporting of vacant funded positions, refer to Field 7:
Social Security Number in the REP Data Field Descriptions.
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Day-to-Day Substitute Teachers (00SUB),
Paraprofessionals/Aides (00OPAR), Student
Teachers (00STU) and Non-Instructional Staff
Members (81500 through 99900)

In an effort to streamline the reporting of day-to-day substitute teachers, day-to-
day paraprofessionals/ aides, student teachers, and non-instructional staff
members, authorized users may report these employees in the REP with fewer data
elements. Two separate online screens for the submission of day-to-day substitute
teachers or paraprofessionals/aides, student teachers and non-instructional staff
members are provided.

For complete information regarding the required fields, refer to the REP Data Field
Descriptions.

Day-to-Day Substitute Teachers/Day-to-Day
Paraprofessionals/Aides and Student Teachers

As illustrated above, begin by entering the Social Security number or credential
license number in the Professional Personnel section of the REP Single Submission
page. Next, click the radio button that applies to the employee: either “This
employee is a day-to-day substitute teacher” or “This employee is a day-to-day
substitute paraprofessional/aide” or “This individual is a Student Teacher.” Enter
the data as required. Next, click on the word “"GO.” The following is a view of the
submission screen that appears:
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ae ’ - - . ’ D ’ - 3 7
X x LETIET S 0T 0 0TS TON e ormance s mommato M_—;_‘ - ";’_&I

1) Date of Count: XSHASHANN Options: Use Al Singie Submmiion toem
2) S0/ ESA: Eaton RESA (23)
) District: Pomenviie Puic Schools (23090)
Last Updated: nis . print
NOTE: This form may only be used when reporting an employee with & day to-day wibstitute

teacher/parapeo ssignment only, ¥ the employee has other assignments, sefect the Use

full Strgle Subwn

ton from the kst above.

Employee Data
1) PIC: New Personnel
(%) Flrst Name:
8) Middle Name:
t4) Last Name: (1) Social Security Number: (e

(13) Date of Birth: / / 8) Credential License Number:

Measurement Data

(14) Gender: (15) Raclal/Ethnic Category

Amercan bdan or Alsska Native 0
%) Date of Hire;

Asan Amencan 0
(26 Date of Termination: Black or African Amencan 0

e M or Other Pacific nlan

25) Employment Status: Natve Hawaian or Other Pacific Oer. 0

Whte 0
20) Educator Effectiveness:
(Optional) Hspanic or Latno 0
School Assignment Data AdT Amigament SR PAR v ADD

(10) School Assignment #1 (Remove)
S<hool Code Assignment
00SuB

Submet REP Data for this Emgioyee

You must CHCKA 338 Sution £ sulme Vs empioyee 5 Cats 10 he REP cacabese

Non-Instructional Staff Members (Assignment codes "81500”
through “99900")

Report staff members within the assignment code range of “"81500” through
"99900” in the Support Staff section of the REP Single Submission Screen. Non-
instructional staff members might include bus drivers, secretaries, janitorial
services workers, etc. Base the FTE for each employee upon the amount of time
worked by the employee and the contractual school day for the district. For more
information on FTE status, contact your district’'s human resources office.

Enter the Social Security Number and FTE and then click on "GO.” Complete the
data entry as required. The following submission screen appears:
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(1) Date of Count: XXPXXAXNRX Options: Use full Single Submissicn form

2) ISD/ESA: Eaton RESA (23)

(3) District: Pottenille Public Schools (23090)

Last Updated: n/a .leu
NOTE: This form may only be used to report an employee with non-instructional assignments, if the employee

has an instructional assignment, select the Use full Single Submission form option from the list above.

Employee Data
{27) PIC: New Personnel
(5) First Name:
(6) Middle Name:

)

"
o
2
"

(%) Last Name: (7) Social Security Number: (oocyy

{13) Date of Birth: ! ! (8) Credential License Number:

Measurement Data

(14) Gender: (15) Racial/Ethnic Category
American indan or Alaska Native 0
(9) Date of Hire: / /
Asian American 0
(26) Date of Termination: / / Black or African American 0
Native H ther P Isla:
(25) Employment Status: ative Hawaian or Other Pacific Islander 0
Vinte 0
(20) Educator Effectiveness: -
(Optional) Hispanic or Latino
School A”;gnmm Data Add Amignmaent  Nonrsxucticnsl v ADD

(10) School Assignment #1 (Remove)
School Code Assignment FTE

Submit REP Data for this Employee
You must click this bution 10 Submit this amployea’s dals (o the REP database

Day-to-Day Substitute Teachers, Day-to-Day
Paraprofessionals/Aides, Student Teachers or Non-
Instructional Staff Members Who Are Assigned to Other
Regular Positions

If an assignment changes for a day-to-day substitute teacher, day-to-day

substitute paraprofessional/aide, student teacher or a non-instructional staff
member, a district user may take the following steps to update the record:
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Step One: Log in to the REP Application and click on the Personnel Submitted
Report.

Step Two: Click on the PIC of the employee whose record you wish to update. The
online single submission screen will appear.

Step Three: Click on the “"Go” Button next to the “Use full Single Submission form”
as illustrated below:

/- 'I’ v ’ . . i
X X' LENTIETZ0T0UCanonal § eriormance Saniormation @ Michigan gou "

Michigan gov Home CEPI Home | Mai Menu | FAQ | User's Guide | Teacher Verification | Contsct CEP!| Logout

REP | Personnel Subm

(1) Date of Count:  XOUDOUOMX Options: | Use tull Single Submission foem

(2) ISD/ESA: Eaton ISD (23)

(3) District: Potterville Public Schools (23090)

Last Updated: 7/11/2013 via Single Submission ! print

NOTE: This employee has a day-to-day substitute teacher/paraprofessional/aide assignment only. if you wish to
add other assignments, select the Use full Single Submission form option from the list above.

The online submission screen will appear with all fields available to allow additional
data submission. District users may submit up to nine entries in Field 10: School
Assignment Data for each position.

Step Four: Update the current assignment, or click on “"Add Assignment” to add an
additional blank School Assignment section.

School Assignment Data || vl ADD
(10) 5chool Assignment #1 (Remove)
School Code: Grade Assignment: FTE: Hourly Wage: Function Code: Classes Taught:
0 g O0410 0 0 0 s0O
E] ¢ 70 g0 o0 0O 40O 20
'ﬂ'ﬁig"me"t . . Highl',r Academic Academic Adrmin. Cont.
OOPAR Educational Setting: Qualified: Major: Minor: Education:

| na |« na  « na « na =

This section will appear when you click on “Add Assignment”:
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School Assignment Data Add Assignment: | Full ¥ |ADD

(10} School Assignment #1 (Remowe)

School Code: Grade Aszignment: FTE: Hourly Wage:  Function Code: Claszes Taught:
oo |[] OxO+020 =0 40 50 (]
s z0e0sd w2
hssinment: Educational Setting: Hig:hlly Acadlemic Acaldemic &dmin. Clont.
Qualified: Major: Minor: Education:
O0=UB E] A nfa w nfa  » nfa  » nia  »
(10} School Assignment #2 (Remowe)
School Code: Grade Assignment: FTE: Hourly Wage:  Function Code: Classes Taught:
E] w1020 20 & s E]
s[1se0e w0420
hssiznment: Educational Setting: Hig:hll:.r Acadlemic .'Jucaldemic Admin. Clant.
Qualified: Major: Minor: Education:
E] A nfa w nfa  » nfa  » nia  »

Step Five: After you have made all of the changes/updates, click on “"Submit REP
Data for this Employee” located at the bottom of the submission screen to update
the record.

Submit REF Data for this Employes

You mast click this bultan to snbeit this empiayee’s data to the REP database

Help Feature on the Submission Screen

This icon El appears in several fields in the online application. When you click on
this icon, the list of specific codes for the field appears. You may click on the
appropriate code for the record you are entering, and the field will populate with
your selection, or you may enter the code manually.

Credential Data

(12) Funded Position Status: g ' O

(17) Type of Credential: 02 | {18) Credential Date of lssue:

(1&) Highest Education Level: 04 {19) Credential Date of Expiration:

The following window appears. Click on a code to populate the field. Use the scroll
bar on the right to view any additional codes available for the field.
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Credential Types

00 - Credential not required (e.g., School Administrator, Technology Coordinator, etec.)
01 - Life

02 - Pending

03 - Elementary Provisional

04 - Elernentary Professional

05 - Elementary Permanent

05 - Secondary Provisional

07 - Secondary Professional

03 - Secondary Permanent

09 - Two Year Provisional Certificate

10 - Limited License to Instruct

11 - Permit, full year

12 - Permit, emergency

13 - Permit, Section 1233h

14 - Permit, 1580 day (day-to-day substitute)

15 - Ternporary Teacher Employment Authorization (1 year)
16 - Temparary Schoal Counselor Authorization

[

close window
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Employee Data
Fields 1, 2, 3,4, 5, 6,7, 8 and 13

The numbers in parentheses to the left of the field name indicate the field number
in the REP Data Field Descriptions. Fields 1, 2 and 3 are automatically populated
when this screen appears. Please refer to the REP Data Field Descriptions for
complete information about the field requirements.

5wl 5 2 5
X XI LEMIETS 0T UCanoNalk-erionmance saniormauon, @ |M

Michigan.gov Home

REP | Personnel Submission Form

Date of Count:  XXOOUKKXK Options: | Use Non-Instructional form -
G0 /ESA: Eaton 15D (23)
District: Potterville Public Schools (23090)

Last Updated: nfa P8 print

Employee Data

(27) PIC: New Personnel
(5) First Name:
(6) Middle Name:

4) Last Name: (7) Social Security Number: (ootyyzzzz)

(13) Date of Birth: i i (8) Credential License Number:

Field Definitions — Help Screens

Click on any field name and a help window will appear with a definition of the field.
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A CEPI - REP Field Definitions - Microsoft Internet Explorer :_ 5

Field &: First Mame
Definition: This is the staff member's first name.

Field 6: Middle Name
Definition: This is the staff members middle name.

Field 7: Social Security Number =
Definition: This field provides for the official identification of each staff member. The Social Security
number should be reported without hyphens or spaces, e.g., 333-22-4444 would be entered as
333224444,

Field 8: Credential License Number

Definition: This field identifies the state-issued credential number for licensed personnel. This is the
credential number on the license the employee is using for this position.

Field 9: Date of Hire

Definition: This field identifies the initial date of hire (date employed) for the staff member within the
district.

To print the definitions, right-click on your mouse to access the menu bar and then
select “Print.”

2 CEPI - REP Field Definitions - Microsoft Internet Explorer

Field 5: First Name
Definition: This is the staffl member's first name

Field 6: Middle Name

Definition: Thes is the staff member's middle name
Save Background As...

Field 7 Social Security Number Set as Background
Definition: This field provides for the official identification of each ¢ Copy Background
number should be reported without hyphens or spaces, 9., 333-2  Set as Desktop Rtem...
333224444

Select All

Field 8. Credential License Number

Definition: This field Wdentfies the statesssued credential number 3

credential number on the license the employee is using for this po{  Create Shortcut
Add to Favorites...

Field 9: Date of Hire View Source
gcﬂnltion This field identifies the initial date of hire (date employe Encoding R

sinct
Field 10: School Code - elresh
Definition: These codes are the state-assigned numbers in the S¢ thool
(building/facility) where the staff member is employed Convert to Adobe POF

Convert to existing POF

Field 10 Assianment Code Fwnart ta Micrnenft Fyral

Online Application: Fields 1, 2 and 3 are prepopulated in the online application with
the appropriate date of count and the authorized user’s operating ISD/ESA number
and operating LEA/PSA/ISD number.
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Field 1: Date of Count

The date of count is the due date for submission of the REP data. There are two
statutory submission deadlines for the REP: the first business day in December and
June 30 of each school year. The date must be in xx/xx/xxxx format. For example,
a due date for the fall submission would be entered as 12/XX/20XX and a due date
for the EQY submission would be entered as 06/30/20XX. For the Online
Application, this field defaults to the due date for the current submission.

Submit data in this field for all personnel with assignment codes “"000AX” through
“99900.”

Field 2: Operating ISD/ESA Number

Submit data in this field for all personnel with assignment codes “"000AX” through
“99900.”

This is the state-assigned operating number for the ISD/ESA. This code identifies
the operating district where the staff member is employed. For example: St. Joseph
County ISD is submitted as “75”. For the online application, this field defaults to the
ISD number for the district’s authorized user

Field 3: Operating LEA/PSA/ISD Number

Submit data in this field for all personnel with assignment codes between “000AX”
and “99900.”

This is the operating number for the LEA, PSA or ISD. The EEM state administrator
assigns the entity codes. Use the LEA, PSA or ISD code where the staff member is
employed. The EEM numbers have always been five digits. You can find all entity
codes in the EEM on the EEM web page. Send questions regarding this field to
CEPI@michigan.gov. For the online application, this field defaults to the Operating
LEA/PSA/ISD Number for the district’s authorized user.

Field 4: Last Name

Submit data in this field for all personnel with assignment codes “"000AX” through
“99900.”

This is the staff member’s last name. When submitting data via the REP Single
Submission Online Application, do not enter data with spaces and punctuation
marks. This does not apply to Bulk Upload files. In order to account for all positions
in the district, report all staff members who fill positions that are temporarily vacant
because of the terminations of staff members. Report all pertinent information
about the temporary substitute or contractor that you would report for any
employee of the district.
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Field 5: First Name

Submit data in this field for all personnel with assignment codes “"000AX” through
“99900.”

This is the employee’s first name. When submitting data via the REP Single
Submission Online Application, do not enter data with spaces and punctuation
marks. This does not apply to Bulk Upload files. In order to account for all positions
in the district, report all staff members who fill positions that are temporarily vacant
because of the terminations of staff members. Report all pertinent information
about the temporary substitute or contractor that you would report for an employee
of the district.

Field 6: Middle Name

Submit data in this field for all personnel with assignment codes “"000AX” through
"99900.”

This is the employee’s middle name (when applicable). When submitting data via
the REP Single Submission Online Application, do not enter data with spaces and
punctuation marks. This does not apply to Bulk Upload Files. In order to account for
all positions in the district, report all staff members who fill positions that are
temporarily vacant because of the termination of a staff member. Report all
pertinent information about the temporary substitute or contractor that you would
report for an employee on staff.

Field 7: Social Security Number

You must submit this field or Field 8: Credential License Number for all personnel
with assignment codes "000AX"” through “"00598"” (excluding “"00310"” through
“00413” and “"000NF"), "60300” and “60400.” This field is required for assignment
codes “"00310” through “00413"” and “60000” through “99900” (excluding “60300"
and “60400").

This field provides the official identification of each employee. You must report the

Social Security number without hyphens or spaces (e.g., you would enter 333-22-
4444 as 333224444). This field must have a value if the position is vacant.

Field 8: Credential License Number

This field applies to all employees with assignments codes “"000AX” through
“00598” (excluding “"00310” through “00413"), *60300” and “60400.”

This field identifies the state-issued credential number for licensed personnel. This
is the credential number on the license the employee is using for this position.
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The Office of Professional Preparation Services (OPPS) issues credential numbers
with varying lengths. If the credential license number is less than 15 digits, left
justify and pad with blanks to the right of the credential number.

Field 13: Date of Birth

This field applies to all employees with assignment codes "000AX"” through “99900.”

This is the date of birth of the staff member employed in the district. For vacant

positions created since the previous school year and not yet filled, leave this field
blank.
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Measurement Data

Fields 9, 11, 14, 15, 20, 25, 26 and 28

Update for Field 20: Educator Effectiveness

There are two views for the Measurement Data Screen related to Field 20: Educator
Effectiveness. Field 20 is required for the EQY submission only, but may be reported
in the Fall Submission. Labels reported in the Fall Submission will be retained in the
EQY Submission. Be sure to review Field 20 in the Data Field Descriptions for
complete reporting requirements.

Reporting of Educator Effectiveness Label Required View

(See Field 20: Educator Effectiveness for required assignment codes.)

Measurement Data

(14) Gender:
. (15) Racial/Ethnic Category
) Datﬁ 0[ H.IrE: g Jl Amercan indian or Alaska Nathoe: D
(26) Date of Termination: ¥ ! Aslan American: 0
Black or African American .[} -
(25) Employment Status: |___|
Hative Hawaian or Other Pacific islander:
(28) Full Time Base Annual Salary: White D_
(11) Title | and Title 1, Part & E Hizpanic or Lating 0
Teachers:

{20) Educator Effectiveness:

Reporting of Educator Effectiveness Label Optional View

(See Field 20: Educator Effectiveness for optional assignment codes.)

Measurement Data

(14) Gender: F
(15) Racial/Ethnic Category

ELAE I 12 /13 /1993 American Indian or Alaska Mative: 0
(26) Date of Termination: 7 / Asian American: 0

— Black or African American: 0
(25) Employment Status: % U Mative Hawaiian or Other Pacific Islander: 0
(28) Full Time Base Annual Salary: White: 1
(1) Tit tA D Hispanic or Latino: 0
(20) Educator Effectiveness: B

(Optional)
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Field 9: Date of Hire

This field applies to all employees with assignment codes "000AX"” through “99900.”

This field identifies the initial date of hire for the staff member within the district. A
change in position in the district does not change the initial hire date. If a staff
member terminates and you rehire that person at a later date, he or she would
have a new hire date. For vacant funded positions (vacancy created since the
previous school year and not yet filled), leave this field blank.

Field 11: Title I and Title 11, Part A, Teachers

This field applies to assignment codes "000AX"” through “00598.” Leave this field
blank for assignment codes “"60100” through “99900.”

This field identifies the teachers funded by Title I, Part A, who teach core academic
subjects in a Title I targeted assistance program or who teach core academic
subjects in a Title I and Title II, Part A schoolwide program. See Field 10 in the
current edition of the REP Data Field Descriptions for more information regarding

core academic subjects. We have used a double asterisk (**) to identify core
academic subjects.

Field 14: Gender Code

This field applies to all employees with assignment codes "000AX"” through “99900.”

This is the gender of the employee. For vacant positions created since the previous
school year and not yet filled, leave this field blank.

Field 15: Racial/Ethnic Code

This field applies to all employees with assignment codes "000AX"” through “99900.”
This is the race/ethnicity of the staff member employed by the district. The primary
racial/ethnic choice is represented with a “1,” the second choice is a “2,” the third a
“3,” the fourth a “4,” the fifth a *5” and the sixth a "6”. Type the number in the
appropriate box(es) for each employee.

Identify the race/ethnicity of the staff member. For vacant positions created since
the previous school year and not yet filled, leave this field blank.

Refer to Field 15: Racial/Ethnic Code, in the Data Field Descriptions for more
information about the race/ethnicity selections.

Field 20: Educator Effectiveness

Note: This field is required for the REP EOQY submission only.
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The Revised School Code [380.1249(a) MCLA] requires that all districts develop and
implement annual educator evaluations. These systems are locally determined and
must include measures of growth in student achievement as a significant factor.
Districts must use these systems to evaluate all educators, and to assign an
effectiveness label to each educator.

Districts are expected to report one effectiveness label per educator. If the educator
serves in multiple roles, the district must determine an appropriate evaluation
metric for that individual and assign an overall effectiveness label for that educator.

The labels required for educator effectiveness under the American Recovery and
Reinvestment Act of 2009, State Fiscal Stabilization Fund II (SFSF) grant
assurances are highly effective, effective, minimally effective and ineffective. Local
education agencies (LEAs) are required to determine and define within their local
evaluation systems the criteria attached to each of four labels. If the LEA uses
alternative labels, the LEA must determine which labels correspond with the four
labels listed.

Under SFSF, educator effectiveness labels are required in the EOY REP data
submission. Effectiveness labels should be reported based upon the employee’s
most recent evaluation. The evaluation of administrators’ job performance is
required at least annually [Section 380.1249(a) MCLA].

Fields 21 through 23: Reserved Fields
Field 25: Employment Status

Submit data in this field for all personnel with assignment codes “"000AX” through
“99900.”

This field identifies the employment status of each employee. Report the
appropriate code that identifies the status of the employee:

e Report code “00” for vacant positions.

e Report code “99” for returning employees, new non-instructional employees,
new (to the district) experienced teachers, substitutes or contractors, or
employees on leave.

e Report code “97” or "98"” for new teachers in their first three years in the
teaching profession.

Refer to the REP Data Field Descriptions for a complete list of current codes.
Field 26: Date of Termination/Separation of Employment
This field applies to all employees with assignment codes "000AX"” through “99900.”

This is the date of termination of the staff member. Report all fields appropriate for
the assignment code reported in Field 10: School Assignment Data. For vacant
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positions created since the previous school year and not yet filled, leave this field
blank.

Report terminations during the cycle in which the terminations occur. For example,
if an employee terminates his/her employment on November 1, report the
termination in the December submission. If an employee terminates his/her
employment on February 1, report the termination in the June submission.

Field 28: Full-Time Base Annual Salary

The purpose of Field 28 is to collect the full-time base annual salary for employees
in given assignments in order to meet the needs of Title I, Part A of the No Child
Left Behind Act (NCLB). District users must submit this field if they are required to
complete the Title I Comparability Application. Reporting of this field is optional for
all other districts. This field applies to assignment codes "000AX"” through “99900”
and must contain a value. Refer to Field 10 (hourly wage section) and Field 28 in
the REP Data Field Descriptions for complete reporting requirements.
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Assignment Data - Field 10

Field 10 identifies assignment information about the staff member. All school
personnel must be reported in the REP regardless of the FTE count. All assignments
for each staff member must be reported. To add multiple assignments, click on
“Add” for each additional assignment for an individual employee. District users may
submit up to nine entries in Field 10: School Assignment Data requirement for each
position. To remove an assignment, click on "Remove.”

School Assignment Data Add Assignment: | Full ¥ | ADD

{10) School Assignment

School Code: Grade Assignment: FTE: Hourty Wage:  Function Code: Classes Taught:
[[] ~OxO:1020 30 40 sO [

7000w nw0=0
Highly Academic Academic Admin. Cont.
Qualified: Major: Minor: Education:
wa na |» fa W (ET

Assignment: Edueational Setking:

]

To view a list of assignment codes, click on the icon.
School Assignment Data Add Assignment: | Full ¥ |ADD
{10y School Assignment #1 (Remowve)
School Code: Grade Assignment: FTE: Hourly Wage: Function Code: Classes Taught:
E] e kd0Oz20 =20 O s D
s700e 010010420
Highly Academic Academic Admin, Cont.

hosh c ' .
=) Ul LA b b s Qualified: Major: Minor: Education:
E] bt nfa | nia v nfa |» nia

The following screen will appear:

Assignment Codes

-- choose an assignment group -

Administrators

Bilingual Paraprofessionals/Aides
Bilingual Program Teachers
Day-to-Day Substitute Staff

Early Childhood Instructional Staff
Early Childhood Staff

Instructional Staff
Mon-Instructional Staff
Mon-Instructional Staff - Consolidated Code
Paraprofessionals/Aides

Student Teacher
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Select an assignment group by highlighting and clicking the group for which you
wish to obtain a complete listing of assignment codes:

Assignment Codes

Administrators

Bilingual Paraprofessionals/Aides
Bilingual Program Teachers
Day-to-Day Substitute Staff

Early Childhood Instructional Staff
Early Childhood Staff

Instructional Staff
Mon-Instructional Staff
Mon-Instructional Staff - Consolidated Code
Paraprofessionals/Aides

Student Teacher

The following screen will appear. Select the appropriate assignment code to
populate the field. Use the scroll bar to view the complete list of assignment codes.

Assignment Codes
Instructional Staft v
000AX - Communication Arts -

OO0BEA - English
OO0BC - Joaurnalism
DO0BD - Speech
D00ET - Reading
D00EX - Language Arts
000CA, - Economics
000CE - Geography
000CC - Histary

Field 10: School Assighment Data

(Includes the following data elements: School Assignment by Grade, FTE,
Wage, Accounting Code, Highly Qualified, Academic Major, Academic Minor,
Administrator Continuing Education and Number of Classes Taught)

This field applies to assignment codes with numbers "000AX"” through “99900.”

Report the staff member’s school/facility where assigned, position assignment,
grade level, FTE, wage, accounting function code, highly qualified status, academic
major, academic minor, administrator continuing education and number of classes
taught as appropriate for the assignment code. A district may submit up to nine
assignment codes for an employee, with the employee’s primary position (i.e.,
greatest FTE) reported in the first position. Most staff members have one or two
assighment codes. If you report more than one assignment, you must report all
sections (assignment, grade level, FTE, wage, etc.) for each assignment, dependent
upon the assignment code and FTE.
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This field includes the following data elements. Refer to Field 10 of the REP Data
Field Descriptions for complete information about this field.

School - This is the state-assigned school/facility code (from the EEM) where the
staff member is assigned. For a complete definition of a school, refer to the REP
Data Field Descriptions, Field 10. For information regarding a school code number,
refer to the EEM web page.

Assignment (Teachers: Assignment Codes “"000AX"” through “*00598” and “"60300”
or "60400”) - Use these five-digit codes for instructional teaching staff members.
Use these assignment codes for teachers in general education, special education, or
career and technical education, as specified in the REP Data Field Descriptions in
Field 10.

Assignment (Early Childhood Assignment Codes “60100” through “60700”) - Use
these five-digit assignment codes for early childhood education staff.

Assignment (Administrators, Paraprofessionals/Aides and Non-Instructional staff
members: Assignment Codes “70000” through “99900") - Use these five-digit
codes for all non-instructional and administrative staff members. The assignment
code for the administrative staff members (*70000” through “*79999") includes a
two-digit number for the Title (NN), one digit for the Level (N) and a two-digit
number for the Function (NN). Select the assignment codes for
paraprofessionals/aides (*80001"” through “"80016") and non-instructional staff
members ("81500” through “99900") by position classification or the major
responsibility of the position description. You can find these specific codes in Field
10 of the REP Data Field Descriptions.

Current Grade Assignment — Report the grade level or educational setting for the
assighment of the staff member. Whenever possible, report the grade level for the
staff member. If the staff member is working in an unspecified grade, report an
educational setting. Refer to the REP Data Field Descriptions for a specific
breakdown of the grade levels and educational settings.

FTE (Full-Time Equivalency) - Report the FTE for each staff member employed in
the school district. This refers to the amount of time required to perform an
assighment stated as a portion of a full-time position. The FTE is computed by
dividing the amount of time employed by the time normally required for a full-time
position within a given school district. If a position is vacant, report the FTE for that
position. Refer to the REP Data Field Descriptions for detailed information regarding
FTE. Reporting of the FTE is not required for assignment codes “"00SUB,"” "00PAR"”
and “00STU.”

Hourly Wage - Reporting of the hourly wage is optional; however, you must submit
a value or a fatal error will be reported. See the REP Data Field Descriptions for
complete reporting requirements of the hourly wage.

Accounting/Function Code - Enter the appropriate code as determined for
accounting purposes for each position in a given school district. See the REP Data
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Field Descriptions for the specific recommended accounting/function codes. For
more detailed information, please refer to the Michigan School Accounting Manual
located at the MDE website under the office of State Aid and School Finance. The
Michigan School Accounting Manual (Bulletin 1022) serves as a mandatory guide to
the uniform classification and recording of transactions for Michigan public school
districts. Refer to the REP Data Field Descriptions for more information.

Highly Qualified Status (Online Application) — Using the drop-down menu, select
“Yes,” “No” or “"N/A” for staff members with assignment codes “"000AX"” through
"00598.” See Assignments to General Education in Field 10 of the REP Data Field
Descriptions for a listing of the core academic subject area assignment codes that
you must report with “Yes” or "No.” Review the requirements for reporting of highly
qualified status for assignment codes “80001” through “80016"” (paraprofessionals/
aides). Also refer to Field 10 for a listing of the paraprofessionals/aides that must
report highly qualified status.

Highly Qualified Status (Bulk Upload Application) — Report “*1” (Yes), “2” (No) or “0”
(N/A) when reporting core academic instructional staff members or instructional
paraprofessionals/aides. See Assignments to General Education in Field 10 of the
REP Data Field Descriptions for a listing of the core academic assignment codes that
you must report with “1” (Yes) or “2” (No) for highly qualified status.

Administrator Continuing Education (Online Application) - Using the drop-down
menu, select “Yes,” “*No” or “"N/A” for administrator assignment codes “70000"”
through “79999,"” as explained in the REP Data Field Descriptions in Field 10 under
Assignments to Administration.

(Bulk Upload Application) Use “1” (Yes), “2” (No) or "0” (N/A) when reporting the
administrator continuing education requirement.

Number of Classes Taught - For staff members with assignment codes “"000AX"
through “000ZZ,” report the number of classes taught for each core academic
assignment code reported in Field 10. For non-core academic assignment codes and
assighment codes “"00500” through “"00598” and “70000” through “99900,” report a
“0” in this position.

Credential Status, Fields 12, 16, 17, 18 and 19

Credential Data

(12) Funded Position Status: o |_|
{17) Type of Credential: 02 |:| (18) Credential Date of Issue: i i
{16) Highest Education Level: 04 |_| {19) Credential Date of Expiration: i i
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Field 12: Funded Position Status

This field applies to all employees with assignment codes "000AX"” through “79999.”

This field identifies the status of positions that are either filled by permanent
employees, approved substitutes or outside contractors, or that remain unfilled.

Field 16: Highest Degree

This field applies to all employees with assignment codes "000AX"” through “99900.”

This is the highest degree earned by the staff member. For vacant positions created
since the previous school year and not yet filled, use code “00”.

Field 17: Type of Credential

This field applies to all employees with assignment codes "000AX"” through “99900.”

This is the type of credential held by the employee. If the position is one that
requires a specific credential (assignment codes “"000AX"” through “00598"), report
the required credential for the assignment code. If the staff member has two
credentials (for example, general education and vocational), report the certificate
that matches his/her reported position. If the credential has expired and an
application for a new credential is in process, enter the credential pending status
code “02". For vacant positions created since the previous school year and not yet
filled, leave this field blank.

Field 18: Date Credential Issued

This field is optional. This field applies to all employees with assignment codes
“000AX"” through “00598,” "60300” and “60400.”

This is the date that the staff member’s credential, permit, approval or
authorization was issued. For vacant positions created since the previous school
year and not yet filled, leave this field blank. All dates must appear in the following
manner: DD must be a number between 01 and 31. CCYY represents the year. For
example, May 8, 2003 = 05/08/2003.

Field 19: Date of Expiration of Credential

This field is optional. This field applies to all employees with assignment codes
“000AX" through “00598,” "60300” and “60400."

This is the expiration date of the staff member’s certificate. Most certificate types in
Field 17: Types of Credential must have an expiration date that is later than the
end of the previous academic year. The only certificate types that do not have
expiration dates are: 00, 01, 02, 05, 08, 23-26, 40-43, 52, 55, 70 and 72. For
certificates without expiration dates, you can leave this field blank. For vacant
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positions created since the previous school year and not yet filled, leave this field
blank. All dates must appear in the following manner: DD must be a number
between 01 and 31. CCYY represents the year.

Fields 29 and 30: Reserved
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New Teacher Professional Development

Professional Development Data

(24) Days of Professional Development

Classroom Management: Instructional Delivery (Strategies):

Field 24: New Teacher Professional Development (EOY
Submission)

Indicate the number of days by type(s) of professional development provided to
new teachers (those within their first three years of employment in classroom
teaching) during the school year (July 1 to June 30). This field is used to determine
in what professional development novice teachers have received that was district
supported as specified within Section 380.1526 of the Michigan Compiled Laws
(MCL). This field will collect the number of days of professional development
provided by the district for assignment codes "000AX” through “00598” (except
“00200” through “*00413"), and “"60300” and “"60400” that are reported with a code
“97” or "98” in Field 25: Employment Status.

Field 27: Personnel Identification Code (PIC)

The REP produces the PIC. The PIC appears at the top of the online submission
screen for previously submitted records. For new record submissions, the REP
assigns the PIC when the record is saved. (Although we do not require you to do
so, we recommend that you submit this field in the Bulk Upload process to ensure
the validity of the record.)

Happy Valley Public Schools

Insiructions

Thust et feets Bt ot Sres o cords spdated for this submissdon cycle: 2

Bl your Sifret b Recards not updated for this submission oycle: i}

submilad (o the BEP. Curing

eaaCh submission cyoks of e Poranrred Seanch

FEEP, o ekt ot ugedale

ech recerd B esl a3 oo [Gol 3

Ty o e e employed s = L

by o dhivict — —
e GO Last Hame (0]

T beieny b B3 upciabe &
pemonned recond, resd the

2 Sy ol tagirds
Crure (xfiby B revan i Tl beree b updabied tor et Sulbefes e (v

Srarw Gy B PECOn thall hares DT beer updated for this submession ()

Icon Legend
¥ P reand . [ .
- i To Page |1 e 1 (0]
Sk Sion Crcle ABCUEFGH/JK MNOPLURST .V [ALL}
X Pewmoored recond nod Sashy, .
wpeabad for fhes Status Last Harmas Funt Barrsn Dt of Birth  Ganslon
S S Cvlke
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(1) Date of Count:  XXU/XX/XXXX Options: | Use Non-instructional foem v @
{2) ISD/ESA: Eaton ISD (23)
(3) District: Pottervile Public Schools (23090)
Last Updated: na . print
|
Employee Data |
e eeunne > |
{5) First Name:
(6) Middle Name:
(4) Last Name: (7) Social Security Number: {ooyyzzaz)
(13) Date of Birth: / / (8) Credential License Number:
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REP PIC Search Feature

The REP PIC Search is a feature within the REP Application that allows authorized
users to obtain PICs for staff members at any time. The REP PIC Search feature
includes the following data:

First and Last Name

Gender

Date of Birth

Social Security Number

Michigan Credential License Number (when available)
Personnel Identification Code

For further information about obtaining PICs for new or current employees, please
refer to the PIC Search User Guide.
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REP On-Demand: An Overview of System Changes
& Functionality

Beginning with the EQY 2017 REP collection, an enhancement to the functionality of
the REP application now allows users to update records between the official
collection windows. Additionally, users are able to save an employee record with
errors if all the core personnel information is entered correctly. Although the errors
must eventually be corrected before the collection closes, this change makes it
easier for the user to make regular updates to personnel data.

If the core personnel information for an employee is entered incorrectly, however, a
fatal error will be displayed and the user will be unable to save the record. As
before, records with warnings will automatically be saved, and the user will be able
to determine if further action to correct the data is warranted.

As a result of this change in the system, there are now three possible validation
statuses that may appear on the screen after the user submits their personnel data
record:

1. Fatal Errors
2. Errors
3. Warnings

The following sections will guide the user through the process of submitting
personnel data from start to finish and further describes the meaning of the
validation statuses listed above.

Information regarding the REP On-Demand functionality, please visit the REP On-
Demand User Guide.
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Saving a Record/Updating a Record

REP’s recent system enhancement required another validation status for the
records updated for the current submission cycle that still contain errors. These
records are displayed with a yellow triangle containing an exclamation point next to
the employee PIC ( #%).

Updated Records still appear with a green check mark. Those with errors now
display a yellow triangle with an exclamation point. Records NOT updated for the
submission cycle (with fatal errors) will display a red octagon with an “*X.” The
legend below displays the corresponding icons for each of the three possible
submission/validation statuses.

lcon Legend

@ Personnel record
updated for the
submizsion cycle.

Perzonnel record
updated with errors for
the submission cycle.

6 Perzonnel record not
updated for the
submission cycle.

MNote: When all perzonnel
have been submitted for
wour district and there iz a
green check mark (&) next
to each personnel record,
wour REP =submizs=ion is
complete.

After the district user successfully corrects the errors in the personnel record to the
REP, the Submission Status column for that record will automatically show a green
check mark (v).

When you have submitted a valid record, three options are available to choose
from.

1. “Personnel Submitted” returns the user to the Personnel Submitted Report.

2. “"Add a New Employee” returns the user to the "Submit New Personnel”
screen.

3. “Return to REP Main Menu” redirects the user to the REP home page.

Update/Verify a Record

During each submission cycle, you must verify every record as accurate. You may
update/verify records at any time during a submission cycle. After clicking on
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“Personnel Submitted,” a list of employees is shown who have submitted to the REP
for a previous collection. These records are automatically rolled over for each
submission cycle.

If the personnel record is awaiting verification for the current submission cycle, the
Submission Status column will show a red octagon with an “X.” ( € ). Each record
must be updated in order to verify that the data previously submitted are still valid.
After an employee record is successfully updated for the current collection period,
the Submission Status column will show a green check mark (+). When all of the
personnel records for the district are submitted and there is a check mark (v) next
to each personnel record, the REP submission is complete.

REP | Personnel Submitfed

Instructions I

This report lists the Records updated and error free this submission cycle: 0
persannel that your district Records updated with errors for this submission cycle: 1
has submitted to the REP Records not updated this submission cycle: 432

Dring &ach submission
cycle of the REP, your

district must update each Personnel Search

record as well as enter any .

new personnel employed by PIC: | GO l First Name

ywour district

To leam how 1o update a 53N L | GO | L L | GO

personnel record, read the

instructions *! Show all records

To print your personnel Show only the reconds that have béen updated for this subrr“ias-

submitted, please click the Show only the records that have been updated WITH emrors for this Slbmission ()

fron DEISE . Show only the records that have NOT been updated for this submission (G

print
=< Previous Go To Page of 1 [GO] MNext =>

lcon Legend ABCDEFGHIJKLMNOPQRSTUVWXY Z (ALL)

) Personnel record 5?:1']'5 PIC | Last Name | First Name | Middie Name D;_teﬂ:f Gender

updated for the — =

submission cycle. — F
Personnel record -

updated with emors far E
the submission cycie
Personnel recond not I

o updated for the [ ] — F
submission cycla.

plote: When sl personnel © [ I

have been submitied for ._

your distit and there isa || (@) | | ¢

green check mark () next

to each personnel record [

your REP submission is (x| — F

s rmrnlate

To begin the record verification for the district’s personnel, click on the PIC for the
employee to be updated or verified. The REP Application screen will appear with the
employee’s previously submitted data.

After you have updated or verified the employee record, click on "Submit REP Data
for this Employee” at the bottom of the submission screen.
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C ' Submit REP Data for this Employes _ :)
You must ¢ bl databhase

The REP Application will error-check the data and either:

1. Save as a valid record with warnings and/or errors, OR
2. Generate one or more fatal error message(s), which results in an unsaved
record.

Once an employee record is submitted, the system will display a screen that shows
any fatal errors first, followed by errors and then warnings.

(1) Date of Count: 613002017 Dplion5:| Use Day-to-Day SUB/PAR form V||E|
(2) ISDFESA: KYZI5D (12)

(3) District: ABC School (12345)

Last Updated: 12/21/2016 via Single Submission m

IC 12345 ( Smith, John }was not@

Fatal Errors —is—-

Your record hsz not besen =sved. Plesze comect sl fatsl emors in order fo save thiz record.

» [Field 10] The School Code in School Assignment #1 is missing.
# [Field 5] First Name, a required field, is missing.

Errors _

# [Field 20] Educator Effectiveness must be submitted for the assignment code reported in Field 10 (School Assignment
Data).

Warnings _

Wamings do not affect the submizeion stafus of the record. However, if any wamings are lizted below, plesse review and verfy the resultz.

+ Mo warnings were found

I

Fatal errors will not allow the employee record to be saved, and will occur if the
core information listed below is incorrectly submitted:

Field 27: PIC

Field 5: Last Name

Field 4: First Name

Field 6: Middle Name

Field 13: Date of Birth

Field 14: Gender

Field 7: Social Security Number
Field 8: Credential License Number
Field 25: Employment Status

Field 9: Date of Hire
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e Field 26: Date of termination (if applicable)
e Field 10 Characteristics: School Code and Assignment

However, records with standard errors will be saved to allow the user to make the
necessary corrections at a later date. These errors must still be corrected before the
collection close. As before, warnings may or may not warrant further action.
Samples of warning messages are provided on the following page for your
reference.

Warning Messages

Various warning messages may appear in the REP error check report. When a
warning message appears, your record will still be saved.

Warning Message Samples
Field 10 - School Code or School Assignment

At least one of the school/facility codes reported for (first name, last name) is
foreign to the district number of the authorized user. The staff member was
reported in (school/facility code, district name, district code). Please verify that this
staff member does work in the school/facility reported.

Field 10 - School Code or School Assignment

Accounting Code XXX in School Assignment #1 is not recommended for the
submitted assignment code.

Field 10 - Record with less than 0.5 FTE

[Note] If you are attempting to submit a non-instructional employee with less than
0.5 FTE with the minimum data requirements, please remember that all non-
required fields must be left blank.

Field 15 - Racial/Ethnic

The racial/ethnic code reported for this employee is different from the code
reported for this employee in a prior submission. Please verify that the racial/ethnic
code reported is valid for this employee.

Field 25 - Employment Status: Code 97 New Teacher

Code 97 indicates that this teacher is in his/her first three years of employment in
the profession of teaching. However, the date of hire you reported indicates that
s/he has been employed by this district for longer than three years. Please verify
that this teacher is in his/her first three years of employment in the profession of
teaching.
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Field 25 - Employment Status: Code 99

Code 99 indicates that this is an experienced teacher placed in a regular teaching
position. However, the date of hire you reported indicates that s/he has been
employed by the district for less than three years. Please verify that this teacher
has more than three years of employment in the profession of teaching.

Personnel Submitted Report - Search Tools

The Personnel Submitted Report has search tools that allow district users to search
for individual employee records. To assist district users with easy record retrieval,
several record search features are available on the Personnel Submitted Report.
These features will allow district users to access individual records quickly. Go to
the Main Menu. Click on “Personnel Submitted.”

F el : -
. $.9.4 LETTIETG OTE00cational ¥ erionmance sdniormaton @ Michigan. g¢ &‘

Wichinan gay M !’&E Home | Main Men FA d!Ysscs ) de | T:.Em Vertcaten | {ontadt fE; ogout

Welcome to the Registry of Educational Personnel
My District:  Grand Rapids Public Schools {41010) v

Dergcamel Reooet

Data Submission
To submit and update personnel data. select from the following functions

The following screen will appear:

| g7 S - y ek S & K
XA XK ' GENETH DT 0 ICa LNl e OnTance S mormaton: Michiga su | g

Michigan.gov Home CEPI Home | Main Menu | EAQ | User's Guide | Teacher Werification | Contact CEPI | Logout

o
e

REP | Personnel Submitted

Instructions Haslett Public Schools
This report lists the Records updated and error free this submission cycle: 0
perscnnel that your district Records updated with errors for this submission cycle: 0

has submitted to the REP.
During each submission
cycle of the REP, your
district must update each
record as well as enter any
new personnel employed by PIC: | || GO | First Name: | |
your district.

Records not updated this submission cycle: 433

Personnel Search

SSN:l || GO | LastName:l || GO |

To learn how to update a
personnel record, read the
instructions.

®) Show all records
To print your personnel Show only the records that have been updated for this submission (&)

submitted, please click the Show only the records that have been updated WITH ermors for thiz submizsion (&)

lcon beloa B '3::3' Show only the records that have NOT been updated for this submission (g
print
=< Previous Go To Page of 1 [GO] Mext ==
lcon Legend ABCDEFGHIJKLMNOPQRSTUVWXY Z(ALL)
Personnel record sfutb' PIC Last Name | First Name ‘ Middle Name D;.tftﬁ' Gender
updated for the T !
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e Personnel Search: Enter the staff member’s PIC, SSN or name in the
appropriate box and click the “Go” button.

e View All Records, Updated or Non-Updated Records: Click on the radio button
for the list of records desired.

e Search by Page: Enter the page number desired in the “"Go To Page” Box and
click on the “Go” button.

e Search by Letter Group: Click on the letter desired. The report will provide a
complete list of all staff members whose names begin with the last letter
selected.

District users may search by PIC, Name, Social Security Number or by clicking on a
letter to find a group of names within the alphabetic listing. REP’s enhanced
functionality also allows the user to sort records by validation status. You may click
on any of the four radio buttons shown in the screenshot above to view all records,
only those that have been updated for this submission, only those updated with
errors for this submission, or only those that have not been updated for this

submission.
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Personnel Submitted Report/Complete Submission

The Personnel Submitted Report lists all employees reported successfully for your
district for each submission cycle, those employees reported with errors for the
current submission cycle, and those employees whom you reported in the previous
submission but did not update/verify.

You will find this report on the Main Menu of the REP Single Submission Online
Application. It is important that you verify/update all of your employees during each
submission cycle. When the submission begins, all previously submitted employees
have red octagons with “*Xs” ( € ) next to their names. After you have
updated/verified a record, the red octagon with an “X” ( € ) will either be saved
with errors ( #*) or updated error-free with a green check mark (+). When all
employees have green check marks () in the Personnel Submitted Report and you
have submitted all new staff members, your submission is complete.

There are now three items in the report heading of the Personnel Submitted Report
that you should check carefully to determine that you have updated all of your
previously submitted records:

e Records updated and error-free this submission cycle. Total ___
e Records updated with errors for this submission cycle. Total ___
e Records not updated for this submission cycle. Total__

Be sure that the total for Numbers 2 & 3 are both equal to 0 by the due date for
each submission cycle.

If an individual has left your district, you must terminate the record by reporting all
the required fields for the assignment code. In Field 25: Employment Status, report
the reason for the termination, and in Field 26: Date of Termination/Separation of
Employment, report the date of termination.
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Deleting a Record

Only CEPI personnel may delete records from the REP database. CEPI will delete
only duplicate records and records for individuals who have never worked for your
district.

To request to have a record deleted from your file, you must do the following:

1) Send an email message to CEPI@michigan.gov.

2) Subject line: REMOVE EMPLOYEE.

3) Message: District name and district number, followed by the employee’s PIC
number and name. Include a district contact name and phone number.

4) Note: If you are requesting removal of a duplicate record, the first record
submitted by your district user will be retained in your REP file.

Remember, you may only request record deletions for employees listed in your
Personnel Report who have never worked for your district or for duplicate records.

If you request to delete a record that should not have been removed from your file,
you will be required to resubmit that record.
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Problems with a Social Security Number

When a problem with a Social Security number occurs, contact CEPI Customer
Support at 517-335-0505 x3. For security reasons, do not email Social Security
Numbers to CEPI.
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Bulk Submission/Upload REP Data

For the submission of multiple records, click on the “Bulk Upload File Submission”
link on the Main Menu of the REP Application. Bulk upload files must conform to the
current REP Record Layout. Files that do not conform to the conventions will not be
processed. Files must be plain text format, ending with the “.txt” file extension.

The Bulk File Upload can be used to update multiple records at one time. If you
have a local personnel system, you will be able to generate a file for upload with
the correct file specifications. You may upload multiple files during each submission
cycle; however, only the most recent upload for each employee record will be
retained in the system. It is your responsibility to ensure the correct data is
retained in the system. If you receive files for upload from vendors with contracted
employee data, you should confirm the file contains accurate employee data prior
to uploading the file.

When you are ready to upload the file to CEPI, you may do so through the REP
Application online. When submitting a file, be sure to enter your complete email
address and the path and file name to upload. Use the Browse button to locate your
file. After you have entered the email address and file name, click the “Upload REP
File” button. After you have submitted the file, the system will send a confirmation
message to the email address provided. Each of the steps described are circled in
the illustration below:

P vis R :
X ' LETTEIJOTEAuCanonal  erionmance sdmormaton @ Mmichigar

Instructions Upload a Registry of Educational Personnel File

Enter the appropriate Fall or  Enter the e-mail 3
EOY date of countin all bulk  proeessEd
upload files.

hould use to notify you when the file is

Files mus! be n plain text format
Microsoft Word-, Excel-, and
Access-formatted fles will not be
processed cormrectly.

Note: If your e-mail system does nof receve REP bulk e-mail messages,
please log in to the REP site and click on the "Bulk File Submission Status”
menu opfion to check the status of your file

Files must €nd with the extension Enter the path and file name to upload:
*.bd”. Files that end n an extension B( o
other than “ txt”™ will be rejected ows /

Files must conform to the REP Data
Field Descriptions. Files that do not
conform to those conventions will
not be processed

Important! You must include a complete file path when selecting your file
CEPI recommends that you use the "Browse™ option to locate your file

If you enter the file path manually, a comrect, complete file path may look like
the following example

C-\My Documents\MyRep.txt
Upload REP File )
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Bulk Submission Status

After you click the “Upload REP File” button, the file will go through three stages:

1
2.
3

. Queued: The file has been received and is awaiting processing.

Processing: The file is currently being processed.

. Completed: The file has been processed and you are now able to view your
error report. Click the date and time link in the “"Date Uploaded” column to
view the report.

Once the REP has processed the file, it will send a message to the email address
that you entered. Files are processed in the order received.

Fovie S ? . ‘ r
X X’ SENTIRTS 0T d-aucahional keriormance Sdnfonmaton. 'l_,g

Mchi gov Home CEPI Hoote | Main Meny | EAQ | User's Cusdie | Teachar Yentication | Contact CEPY | Looost

Welcome to the Registry of Educational Personnel

Happy Valley Public Schools

SatiChargn Ertty Set

Noroutsc Scrood Per 2onnet Report

Data Submission
To subma and update personnel data, select from the followng functions
e Online Single Submission

5 Subemissa0r

Data submitted by school

After a file is processed, the district will be able to obtain an error report that lists
any errors in the file. To obtain the error report, click on “Bulk File Submission
Status” on the Main Menu of the REP Application. If the error report does not
contain any error messages, all records in the file were processed correctly.

The following screen will appear. You can access your Personnel Submitted Report
to review your records’ status. You may also click the Date Uploaded hyperlink for
your file to review your error report.
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Mchiaan.goy Home CER Horme | b Mot | EAQ | User's Guide | Toacher Verification | Contect CEPY | Logout
File Status | View Your Bulk Upload File
The table below hists the dates and times that your distnct has uploaded 3 file wia the
Quetsed means that your e
i mm:mu:: REP Bulk Subméssion. It also lists the status of each of those fles. After the file has
awatng processng finished processing, the date and time will become an actve hyperink (blue text)
* Processing eans that yosr
1o 15 Currently bang 1. Chek on the hypedink 10 retrieve your REP Etror Report. Two oplions are
processed avadabile for riviewang the file
o Comploted means that your o Choose "Open” to view the file in your default application for reading text
fie Nt Baens processed eod files (e.g , Notepad)
YOU CON revinw your e o Choose "Save” to save the text file to your hard deive
m’ ‘a-o‘ '"::;Eh: m’:“, 2. Wyour report hists records with errors, correct your source Sle and re-upload
uplosded 3. Wthe report for your batch is emor-free, you will see the following message: "NO
ERRORS FOUND. Al recovds submitted in this file have been successfully
Exarrglo of & Queved o processed and saved YOUR REP SUBMISSION IS NOT COMPLETE untif you
Processing e R your Danat =
BA7/2006 230 P
4 Access the REP Main Menu and verfy that all
Exampie of 3 Completed the records (| ed) have been updated
£1772005 230 PM
R DuteUploaded  District Mo UplosdedBy  fleSize  Stetus
Fies Raouls 2000082220850 | 23000 | ATODBS2 | Lyrvm Erickson 12068 | Processing
S oxwpleme! fiopuekog e AI00892  Lyone Erickson 12045 Camgleted
N0 GO0 16 AM | 23030 | A1008352 | Lynne Erickson 22595 | Completed
District: @
NA0005 8556 AM 23000 | A1008SE2 | Lynne Erickson 22595  Comgleted
s 2NA0008 85930 AM | 23050 | A1008382 | Lynne Erickson 22593 Completed
SNANCRAATIT AM | 2000 | AIONRSRD | 1| vern Friekenn 2N | Crmeldad
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Need Additional Help?

For questions regarding REP content or assistance with the REP Application, please
send an email message to CEPI@michigan.gov or call 517-335-0505 x3. Please
provide your name, district code and district name, the CEPI application name, your
telephone number (including area code and extension), email address and specific
questions.

A separate user guide is available that provides detailed information about the
reports available to users of the REP Application. The REP Report User Guide is
available on the REP web page under REP Help and Resources.
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